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§1254.38

conditions the research room attend-
ant specifies.

(f) You must request that research
room personnel unstaple or remove
other fasteners from documents that
cannot otherwise be read.

(g) If you notice damage to any docu-
ment(s), notify the research room at-
tendant immediately.

§1254.38 How do I keep documents in
order?

(a) You must keep unbound docu-
ments in the order in which we deliver
them to you.

(b) You must not attempt to rear-
range documents that appear to be in
disorder. Instead, you must refer any
suspected problems with the records to
the research room attendant.

(c) You may use only one folder at a
time.

(d) Remove documents from only one
container at a time.

§1254.40 How does NARA prevent re-
moval of documents?

(a) You must not remove documents
from a research room. Removing, muti-
lating, or revising or otherwise alter-
ing documents is forbidden by law and
is punishable by fine or imprisonment
or both (18 U.S.C. 2071).

(b) Upon leaving the research room
or facility, you must present for exam-
ination any article that could contain
documents or microfilm, as well as pre-
senting copies or notes to ensure that
no original records are mixed in with
them.

(c) To ensure that no one unlawfully
removes or mutilates documents,
NARA may post at the entrance to re-
search rooms instructions
supplementing the rules in this part.
These instructions are specific to the
kinds of records you use or to the facil-
ity where the records are stored.

RULES RELATING TO USING MICROFILM

§1254.42 What are the rules that apply
to using self-service microfilm?

NARA makes available microfilm
copies of many records on a self-service
basis.

(a) When microfilm is available on a
self-service basis, research room at-
tendants assist you in identifying re-
search sources on microfilm and pro-

36 CFR Ch. XII (7-1-10 Edition)

vide information concerning how to lo-
cate and retrieve the roll(s) of film
containing the information of interest.
You are responsible for retrieving and
examining the roll(s).

(b) Unless you require assistance in
learning how to operate microfilm
reading equipment or have a disability,
we expect you to install the microfilm
on the reader, rewind it when finished,
remove it from the reader, and return
it to the proper microfilm box. You
must carefully remove from and return
to the proper microfilm boxes rewound
microfilm. You must take care when
loading and unloading microfilm from
microfilm readers. Report damaged
microfilm to the research room attend-
ant as soon you discover it.

(c) Unless we make an exception, you
may use only one roll of microfilm at a
time.

(d) After using each roll, you must
return the roll of microfilm to the lo-
cation from which you removed it, un-
less we otherwise instruct you.

(e) You should bring to the attention
of the research room attendant any
microfilm you find in the wrong box or
file cabinet.

§1254.44 How long may I use a micro-
film reader?

(a) Use of the microfilm readers in
the National Archives Building is on a
first-come-first served basis.

(b) Archival operations directors at
our regional archives may permit res-
ervations for use of microfilm readers
and set time limits on use to meet
local circumstances.

[69 FR 39314, June 30, 2004, as amended at 75
FR 10415, Mar. 8, 2010]

OTHER CONDUCT RULES

§1254.46 Are there other rules of con-
duct that I must follow?

(a) Part 1280 specifies conduct rules
for all NARA facilities. You must also
obey any additional rules
supplementing Subpart B of part 1254
that are posted or distributed by the
facility director.

(b) You may not eat, drink, chew
gum, smoke, or use smokeless tobacco
products, or use a cell phone, pager, or
similar communications device that
emits sound signals in a research room.
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